JOF OPPORTUNITY

DEPARTMENT OF COMMUNITY SERVICES AND DEVELOPMENT
BULLETIN # 08-60

CLASSIFICATION: ACCOUNTANT I (SPECIALIST)

TENURE/TIME BASE: Permanent/Full-time

FINAL FILING DATE: April 13, 2009

SEND APPLICATION TO: Department of Community Services and Development
Attn: Human Resources Office
P. O. Box 1947

Sacramento, CA 95812-1947

CONTACT PERSON: Lynette Pacheco
(916) 341-4328
TDD Phones: 1-800-735-2929

LOCATION: 700 North 10" Street, Room D-215
Sacramento, CA 95811

All Std. 678 applications must include a Statement of Qualifications that demonstrates your knowledge,
experience, skills, education level and other characteristics that make you a great fit for the position. Please
identify Bulletin #08-60 and appointment eligibility (i.e. List, transfer, T&D, etc) on your application. All applicants
must have state civil service eligibility.

The Department of Community Services and Development (CSD) is the State's leading anti-poverty agency, and
administers local community service and energy programs to help low-income Californians achieve self-sufficiency and
attain a higher quality of life. CSD is a small department seeking highly-skilled professionals who are committed to the
mission, to join the team and partner with our local service providers in an effort to reduce and eliminate poverty.

What Does Working at CSD Offer? Please apply if you appreciate:
¢ Meaningful work.
¢ Highly interactive teamwork.
o Work environment that emphasizes customer service and accountability to local community based organizations,
funding sources and the public.
e Small, friendly headquarters where everyone matters.
e Free parking.

What Is this Job? At CSD, the Accountant | (Specialist) is responsible for the following duties:

e Review executed contracts for correct funding detail, and verify accuracy of records in the CALSTARS system.
Review reports to insure that expenditures are charged against encumbered funds.
Prepare and submit claim schedules for sub-contractor payments to the State Controller’s Office.
Monitor and initiate (verbal or written) settlement of outstanding advance repayment for subcontractors.
Review and determine allowable expenses for agency “Close-Out” expenditure reports for federal trust and
general fund Local Assistance contracts.
Review unexpended balance from Inter-agency contracts for closeout purposes during fiscal year end.
Create and maintain EXCEL spreadsheets.
Respond (verbal and written) to payment, audit and/or expenditure report issues.
Research outstanding contract balances of a local agency or non-profit contractor for purposes of granting future
awards.
Disencumber all unexpended funds after closeout analysis and notify the necessary staff.
e Respond to payment confirmations requested from outside auditors for sub-contractors.



Who is CSD Looking For? The ideal candidate will be a self-starter who has the following desired qualifications, first-
hand experience and characteristics:

Experience, Knowledge and Skills:

e Current knowledge of generally accepted accounting principles, civil service laws, rules, policies and procedures
governing accounting

Maintain broad knowledge of the State’s accounting system, with specific attention to the methods used by CSD.
Communicate effectively, comprehend and evaluate.

Follow written and verbal instructions

Maintain at least intermediate to advance skill level on PC software that directly impact assignments, and be
willing to learn new programs as they are incorporated into office operations.

Characteristics:

e Customer Service — Desire to help others.

e Credibility and Integrity - Understands internal and external customers and has a true desire to build credibility.

e Teamwork - Cooperates to achieve the department's mission, vision and goals by leading and actively contributing
to intradepartmental project teams.

e Vision — Understands the context and mission of the Department both internal and external. Awareness of the
Department's critical issues, and anticipates and influences the future.

e Accountability — Able to make decisions and be accountable for those decisions.

¢ Reliability — Understands the importance of meeting timelines and work priorities.

Job Description: Summary of Responsibilities

Under direct supervision of the Chief Financial Officer, the Accountant | (Specialist) performs the most difficult technical
accounting work in the maintenance of fiscal records that require an understanding of the State Government accounting
process. This position controls, details and maintains accounting records of all administered department funding activities
and at times may contribute in the establishment of departmental policy and procedures. On occasion, the position has
moderate contact with the Chief Financial Officer for the department, the budget officer, Federal Agencies and State
control agencies including auditors. The Accountant | (Specialist) is responsible for financial transactions dealing with the
federal and general funding of the Department to ensure reporting is accomplished in accordance with statutory,
regulatory, and management needs.

Selection Criteria:

Persons currently appointed to a permanent, full-time Accountant | (Specialist) classification or persons with list
eligibility or eligibility for lateral transfer may apply. All applications must include a Statement of Qualifications and
should demonstrate your knowledge, experience, skills, education level and other characteristics that make you a
great fit for the position.

All appointments will be made in accordance the State Personnel Board/Department of Personnel Administration’s
laws, rules, regulations, and policies.

The Department of Community Services and Development is an equal opportunity employer open to all regardless of race, color, creed, national
origin, ancestry, sex, marital status, disability, religious or political affiliation, age or sexual orientation. It is the objective of the State of California
to achieve a drug-free workplace. Any applicant for state employment will be expected to behave in accordance with this objective because the
use of illegal drugs is inconsistent with the law of the state, the rules governing civil service and the special trust placed in public servants. For
further information, contact the Section 504/ADA Coordinator by calling (916) 323-8832, or through the California Relay (telephone) Service for
the Deaf or Hearing Impaired: by voice phone 1-800-735-2922, or by TDD telephone 1-800-735-2929.
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